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ROLE: Agency Projects/Grants Reporter

DESCRIPTION OF REPORT: This report will assist grant managers in performing
draw downs from their third-party systems. Decision-makers will be able to utilize this
report to identify from which sponsors each agency should be drawing down money,
identify which transactions agencies should bill their sponsors based on pending billable
items in the system, and identify when the money should be drawn. The voucher payment
date is included on the report to assist with determining the timing of draws to help
ensure that we hold State cash as long as possible and Federal cash for as short a time as
possible to comply with Cash Management Improvement Act (CMIA) standards. The
report will generate a CSV formatted data extract to be opened in Excel, Access, or other
database/spreadsheet software. Using a data extract will allow users to filter, sort and
total values as desired.

Please note:

Currently, the Sponsor Draw Down Report is designed to pull BIL (billable) rows from
Project Costing as an indicator of what your agency needs to draw-down from your grant
sponsor for a given project. We have discovered that the DEF rows created in Project
Costing from billing worksheet deferrals do not return to a BIL status on the Deferred
Date, even though the costs re-appear on the billing worksheet on that date. Therefore,
those deferred costs simply get dropped from the Sponsor Draw Down Report even
though your agency has not drawn for them yet. We are requesting an enhancement be
made to the report so it also includes DEF rows to display the full, accurate amount you
need to draw. If your agency has deferred transactions on the billing worksheet, please
look at the billing worksheet amounts to determine your draw.
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PATH: Customer Contracts > Reports > Sponsor Draw-Down Report

1. On the Find an Existing Value click the Search button and select from the list of Run
Control IDs, or you may choose to click the Add a New Value tab and create a new

Run Control ID.
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2. The Report page displays where you will enter your Contract Options. Click the Save
button, then click the Run button.
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[> Pricing Configuration
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Transaction Ending Date: 05/20/2010 E
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[> Cost Accounting

[ Vendors Project IC: 01.GM.01.03-7A4 O
[> Purchasing
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[> eProcurement

I Sourcing SetiD 03400 Q

[> Engineering

[> Manufacturing Definiions Customer ID: DOJ Q

[> Production Control

[> Configuration Modeler
[> Product Configurations
[ Quality

[> Demand Planning

[ Inventary Policy Planning
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[ Grants

[> Program Management

[> Project Costing
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Dl mendl 3 B save | 3 A Return to Search | +{F Previous in List | +E Nextin List | [=] Notify ‘ B Add 2

FIELDS DESCRIPTION

Transaction Beginning Date The beginning date for your report.
Transaction Ending Date The ending date for your report.

PC Business Unit Your agency’s business unit.

Project ID Select the project you want to report on

from the lookup or leave blank to report on
all projects.

Activity ID Select the activity you want to report on or
leave blank for all activities.

SetlD Your agency’s business unit.

Customer ID The Sponsor for which you want to run the
report.
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3. The Process Scheduler Request page displays. Click on the OK button
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New Window | Help | Customize Page | B
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— Renewal Management
Sponsor Draw-Down
Report
— Contracts Center
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[> Order Management
[> Pricing Configuration
[ Customer Returns
[> temns
[> Cost Accounting
[ Vendors
[> Purchasing
[ Inventory
[ eProcurement
[> Sourcing
[> Engineering
[> Manufacturing Definiions
[> Production Control
[> Configuration Modeler
[> Product Configurations
[ Quality
[- Demand Planning

Lo et e o ey

- Milestone Management |

Process Scheduler Request

User ID: KPC_SUPERUSER Run Control ID: 08.CA01.01a
Server Name: Run Date: 05/20/2010 [5]
Recurrence: RunTime: | 35401PM Resetto Current DaterTime |

 Ja

Time Zone:

KPC00001 KPC00001 SQR Report

Cancel

Main Content

Process List
Select |Description Process Hame Process Type T *Format Distribution

Distribution

4. Note the Process Instance number then click on the Process Monitor hyperlink.
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~ Reports ~ A~

— Milestone Management | Sponsor Draw Down
— Limit Amount

~ Prepaid Management Report

— Revenue Management Run Control ID:  08.CA01.01a Report Manager
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— Renewal Management
- Sponsor Draw-Down

Process Monitor i

Process Instance:44730

Report Contract Options
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E ﬁ::;tsomer Returns PC Business Unit: ’WQ

[> Cost Accounting
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I Inventory Activity ID: [o1GMo1037A8 | Q
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[ Manufacturing Definitions R Customer ID: ’Dmio\
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|

5. Click the Refresh button until the Run Status is Success and the Distribution Status is
Posted, then click on the Details hyperlink.
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— Review Confract Summary
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[> Pricing Configuration
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. nd E
Seq. |Process Type Process Name |U Run Date/Time |Run Status D;::::utlon

05/20/2010 3:54:01R

N — 14730 SOR Report KPCOOOD1  KPG_SUPERUSER 2 Success Posted  Defails
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b Purchasing 44720 SOR Report KPCDOODZ  KPC_SUPERUSER ocﬁiorzom 3AZEEPM o cone : Details
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 eProcurement 44719 SGR Report KPCO0002  KPG_SUPERUSER U2/20/2010 3OBSTPN o\ orocs  Posted  Details

[> Sourcing coT
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6. The Process Detail page displays. Click on the View Log/Trace hyperlink.
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+ Reports
- Milestone Management
— Limit Amount
— Prepaid Management
- Revenue Management
— Billing Management
— Renewal Management
— Sponsor Draw-Down
Report
— Contracts Center
— Review Contract Summary
— My Contracts
[> Order Management
[ Pricing Configuration
[> Customer Returns
[ ltems
[> Cost Accounting
[> Vendors
[> Purchasing

[> Manufacturing Definitions
[> Production Cantrol

[> Configuration Modeler

[> Product Configurations
[ Quality

[ Demand Planning

[ Inventary Policy Planning
[> Supply Flanning

[ Grants

[> Program Management
[> Project Costing

[> Proposal Management

>

Process Detail

Process

Instance: 44730 Type: 30GR Report
Name: KPCO0001 Description: KPC00001
Run Status:  Success Distribution Status: Fosted

R [UpdateProcess

Run Control ID: 08.CA.01.01a Hold Request

Location: Server Queue Request

Server: PSUNX Cancel Request

Recurrence: O Delete Request
Restart Request

~ | RequestCreated On: 05/20/2010 3:58:30PM CDT Parameters Transfer

Run Anytime After:  05/20/2010 3:54:01PM CDT Message Log

Began Process At 05/20/2010 3:58:48PM CDT Batch Timings

Ended Process At 05/20/2010 3:59:02PM CDT View Loa/Trace

oK Cancel |

Worklist Add to Favorites

New Window | Help | Customize Page |

Sign o1

7. 'You are going to open the KPC00001.csv file as an Excel file. See instructions

below.
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Report
Contracts Center
— Review Confract Summary
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[> Order Management
[> Pricing Configuration
[» Customer Returns
[ ltems
[> Cost Accounting
[> Vendors

[> Manufacturing Definitions
[> Production Control

[> Configuration Modeler

[> Product Configurations

[ Quality

[ Demand Planning

>

View Log/Trace

ReportID: 32631 Process Instance: 44730 Messaage Log
Name: KPC00001 Process Type: SQR Report

Run Status: Success

KPCO00001

Distribution Details

Distribution Node: HTTP

Expiration Date: 51271201

File Size (bytes)

[patetme Creates |

KPCO0001.cov

4,554 05/20/2010 3:59:02.000000FM CDT
SORTRP 01 44730.log 1,762 05/20/2010 3:59:02.000000FM COT
kpc00001 44730 out 0 05/20/2010 3:59:02.000000PM COT

Bl Distribute To

Add to Far

New Window | Help | Customize Page |

Sign o1

8. Save your KPC00001.csv file onto your desktop.

As of June 21,

2010 Page 6 of 7

Version 1.0



Sponsor Draw Down Report
T~
SmHHT RPTPCO018 KANSAS

G Mgy A e Statewide Management, Accounting and Reporting Tool

9. On your computer go to Start, select Excel, from Excel select Open then choose the
KPCO00001.csv file that you saved on your desktop. The Text Import Wizard appears,
choose Delimited then click the Next button. Uncheck the Tab box and check the
Comma box, then click the Next button, and then the Finish button and your report
will display in Excel format. Be sure to save the document as an Excel document.

10. View a sample report by clicking the icon below:

[.E

RPTPC018 Sponsor
Draw Down
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